
OEORGIA DEPARTMENT OF HUMAN RESOURCES 
OFFICE OF ADMINISTRATIVE, SERV(CE8 - I ..-~ - RECOROS+NA$EMENT.UNlT . ~~ .~.. . ,. 

APPLICATION FOR HECOVDS RETENTION SCHEDULE 
~4. - 

__~__ig _I__-- 

For instructions on cbmpleting t h i s  form contact D H R  Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 65&4976 GIST: 221-4983 

~ - ~ _ _  -- _I_ __I._ 
1. GEORGIA DEPARTMENTOF HUMAN R'+OURCES 
Division of Family & Children Service; 1 State Placement Unit DHR - . - ~ .... ~- 

pplication Date 

March 1. 1983 
618 Ponce de Leon Avenue, N.E. 
Atlanta, Georgia 30308 '1 __ - 

pplication Number 

83-3 

.s -change retention period and , Action Requested 

procedures a. 0 Establish Retention Schedule; record will mntinue to accumulate. 
b. Ditpore of present accumulation; no further accumulation anticiwted. 
c. mAmend Application No. 73-336-A Check Om: 0 Change: &Supercede, fYVo id  file. 

- evise do ment contents of each 
~_____ ~ ~ - ~ - ~ -  -~ - 

. Oate5of Series 

arihn ' m e s t  

L _ E  92 1 
, Division and O f f i i  Function 

he Division of Family and Children Services,%hrough the leadership of the Director is 
esponsib'le for the administration, coordination, supervision and regulation of services 
rovided for 'children and families State wide. TheDJ.visiorr serves as liaison with the 
egional Office of DHHS; coordinates and works within the DHR and its Divisions on matters 
f mutual interest and to resolve' problems. 

he State Placement Unit has the responsibility to maintain all of the permanent adoption 
ecords processed in the State of Georgia and ensuring their protection. 
bility, in.addition to the service connected activity regarding the protection o f  records, 
s mandated by law. (GA. Code: 19-8-81) 

6. Records Series Title (followed by title wed in 0f fh ; i f  diffennt) 
. .  

ontinuing Closed Adoption .Case Files ___ ~- -~ r-.- What is the function of the Divlrion and the Office in which this w o r d  =rim is  crested? 

This respons-' 

__ __ - - __ . Remrdr Series m i p t i o n  

Documenarelatingm: 

involved in the adoption process. 

Included are: 

application to adopt and information about the child who has been adopted. 
list describhg forms and reports contained in each case file. 

T h i s  flle mnmins tha following docbmentr llncludo form numbers n d  tities, if any): Anach empler of the file. 

investigating, evaluating and planning for children and families who are 

forms and reports containing information about a family who has made 
See attached 

, 

File is'amnged: 

files from Fulton County and any private agency may .be in alphabetical order,. 
numerically by number assigned by State Placement Unit: Exceptions: Case 

~ .~ -. 
i. Monthlj'RefGice Rate How often are records referr& to which ere: 

One to six months old ; Seven m twelve months old ; Thirteen m twenty-four months old II_ : 
Cwenty-fiMmonthaandolder-.-- 7 Unlikely there would be a need to refer to security film , 

needmstoccur for reference to paper records within 12 ._ -_ ._ 
I. Annual Rate of Accumulation or Records - ~. mo,nth time framp. i ., . I .. . 

Ldtterjize d r a w n  __ , ; Legal-ri& drawerl-~ : Shelves ; Other ISEcifV) 25-3O cubic .feet- 

i 

. .  
. .  . .  



- -. .ll_---~_ll__ x I f. Is the information wntained in this series awr published? If yes, atmch mpy. __ -_ . ._~____ 

g...Is the information wntained in this series e w  analywd andlor recorded in a rummarized report? 

h.  Is there a duplicaiion of t h i s  aeries in your office, or in another office or ~gency? 

I. Is this series lora m j o r  portion of it/ regularly microfilmed7 
i. Does the remrd aeries result in LI wrnputer printout? 

~~ 
~~ 

. _ _ ~ _ ~  
x . . L .  .. .. --_ _____ _- _ _  . - . ,. . - - - - 

X - .- 
11. Retention Requirements *? The followicg requires the serias to be kept: 

a. mate Law _I ~- years. d. Audit period V W 8 .  

~ b. Statuteof limitaiion -___ yean. 8. Administrativeneed record center 100 y-n. * 

I (#12 continues.on aftaChed sheet 
These instructions apply to all prior and futura accumuletions of the series. 

c. Federal law - yearn. f. Federal retention instructions 'years. 

Amch mpy or excerpt of lawsor regulations. Explain adminisfrerive need. 
*permanent retention in archives after this 
time period. 

See attached excerpt from GA. Code 19-8-18. 
.. 0 C -6 8 *I -8~re. 

__ - - - 
Instructions This agency remmmends that the file series IM cut off at the end of each: 

DCalendar YOM; Fiscal Year; @Other - then, 

. 
-4 , 



I 

f 

State Placement= 

When Petition for Adoption is received from a Superior Court in Georgia, 
combine all records concerning a particular case into an Adoption File. 

When a Notice or an Order of Disposition,is received from the Court, close 
the case and place in the closed adoption case file. 

Closed Records Files 

Cut off accumulation of paper records each year June 30th and December 31th, 
ending with the highest numbered case file at the cut-off date; (cases with 
a lower case ?umber, closed before microfilming beginsmaybe added in 
numerical order) microfilm the records, making an original and one copy; 
verify the film to assure that no documents are missing and the images are 
clear. 

Paper Reco& 

After verifying accuracy of the microfilm, transfer to the State Records 
Center; hold 1 year; then destroy. 

Microfilm 

Original (security copy) 

Transfer immediately to the State Records Center for storage in the 
atmospherically-controlled vault at the Archives, to remain the property 
of DHR officials who have responsibility for adoptions; hold 100 years; 
then transfer to the State Archives for permanent retention. Security 
film will be used only to produce reference duplicates. 
Duplicate copy. 

Hold in Adoption Unit until superceded, obsolete, or no longer needed 
for reference; then destroy. 

Photographs 

(of children removed from folder when records are prepared for microfilming) 
Microfilming does not reproduce pictures satisfactorily. 
Unit secured file area; properly identified by numerical or *habetical 
order, and by period the paper files were microfilmed: to be released 
as ordered by the Court and givenlo the adopting family. 
photographs, hold 100 years, then destroy. 

Hold in Adoptions 

For any remaining 



I 
Description of Records 
The final records will contain the following forms and reports:' 

1. 
2 .  
3 .  

4 .  

5 .  

6 .  

7 .  

Forms - 
Case Identification Face Sheet 
Superior Court Order or Action 
Forms 419,  420 Child's Social 
History 
Form 2 Infant and Child Health 
Record 
Copy o f  Birth Ceytificate 
Form 3901 
Form 452 Contact Sheets 
Evidence of Efforts to Locate 
Parties 
Form 573 Parent's Surrender 
of Child for Adoption 
Form 577 Parent's Acknowledgement 8 .  
of Surrender 

9. 

10.  

11. 
12.  

13.  
14 .  
15 .  

16 .  

17. 

18. 
1 9 .  

20.  

Form 578 /579  Mother's Affidavit 
Regarding Legallputative Father(s) 
Form 576 Affidavit of Agency 
Representation 
Form 33/37  Placement Agreement 
Form 416 Consent and Release of 
Child for Adoption by the State 
Form 35 Application for Adoption 
Form 36 Medical Report 
Attorney's Request of Child's 
Release 
Form ICPC lOOA (If Applicable) (Form 9 7 )  
Interstate Compact on the Placement 
of Children 
Form ICPC 1OOB (If Applicable) ( F O ~  9 6 )  
Interstate Compact on the Placement 
of Children 
Adoption Petition 
Form 476 Adoption Supplement 
Application 
Forms 39,  41 ,  53 Development 
of Child 

1. 

2 .  

3 .  
4 .  
5 .  

6 .  
7 .  

8 .  

Reports 

Original DFCS or Private 
Agency Court Report 
Medical and Psychological 
Reports and Correspondence 
Supplemental Medical Report 
Financial Reports 
Discussion of Child with 
Prospective Adoptive Family 
Placement Narrative 
Adoption Home Study and 
Correspondence 
Social History Narrative 



GEORGIA DEPARTMENT OF HUMAN RESGURCES 
OFFICE OF A D M I N I S T R A ~ E  SERVICES 

! 
RECORDS MANAGEMENTUN2 -- 

l ~ _ _ - - - l  - - -x - 

/ 
L- APPLICATION FOR RECORPS RETENTION SCHEDULE 

____. __  __ - 
For instructions on completing this form contact DHR Rwords  Management Unit, 4 7  Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 6564976  GIST: q14885 

-- DHR ARCHIVES AND HISTORY ~ . - -  
pplionion Date 

- 12.- 14-77 
ppiiution Numbar 

S t a t e  .Placement Uni t  7 3 - 3  36- Q 
-. 

Data Completed - 618, Ponce d e  Leon 

oEi 9 1979 1 0 2  ~ .- -~ ~ - 3 .-e~ _. - 
A t l a n t a ,  Ga. 

___ ~- 
TelephofM Number 

- _ - ~ I _ _ _ _ ~  ._lq_ ...-I_- _-_. ~ _-__ -~ . R w d r  Series Description 
Documents d a t i n g  to: 

l'his'file contains tha following documents (inflilde form numbersmd tirks, HMy): Attach rampler of the fils. 
. - .  . , .  .~ .~ . .  

, .  . ,- 

._ Included are: ~. 

.~ . ,  .. 

. . .  

I 
. ~ .  , .  

~ . .  . .~ . .  , ~ .  . , 



. 

U 

d. Audkpubd vwa. 
a. Admlnimsr'mmd w a  
1. F d u d  mention Inmudion, wy* 

I A M  cgpv or ixcarpt of Inv, of npuletionr Explrln. dmlniaratiw n&. ? 

J' 

. j : .  ' ' 

. .  

.- ---- ____ ~ I - _ ^  

2 A D p r o d  DiooJtlon Inatructions lhia w n c v  neDmrmJs that tha file a r k s  b cut off at tha end of &: 

DCAWNLW Y&; F~.CSI Y n r ;  &other 
. .  See Be I OW - t k n ,  

0 HOM in the m m n t  files uu - 
0 Tnnrfar to bul holding 6; hold - vur(a); than 
0 Tnnsfar to State Racorda h m r ;  hold I_.rm war(a); then 
0 mnmv 
0 tmnrkr to smm Archima for permanent nuntkn .  
k r  

nwnthhtsl ~ w.rW; than 

C u t  o f f  f i l e  a t  the end o f  each calendar year; then hold i n  o f f i c e  3 years, then 

storage i n  atmosphericat I y -con t ro l  led  m ic ro f  i Irn v a u l t ) ;  ho ld '  97 years; then . t r a n s f e r  

Microfilmed paper docunients - Transfer.to the State Records Center, hold for thzee 
years until microtllm can be verified b y  Unit, theh destroy. 

'.microfilm record. Transfer microfilm security copy t o  S t a t e  .Records' Center ( f o r  

t g  S t a t e  Arch ives  fo r  permanent re ten t i on . .  . .  



What is t h e  h n c t i o n  of the  o f f i c e  in which thir record series is created? 
'e Adoption Section of the  N e l d  Services UniGunder the  d i r ec t ion  of the  Director o t  
~iun:mity Services,  I s  responsible  for obtaining background and social infomation on 
. p l i can t  parents who wish t o  adopt chi ldren.  
mducting home studtee,  interview with appl icant  adoptive parentc,  gather ing of n~&ical  
, t a  on adoptive parents ,  gather ing eocial h i s t o r y  of ch i ld ,  placenent of c h i l d  and post 
acement n~pe27risory viei ts ,  and flnal order of adoption. 

This Includes but i r  not limited to: 

.-_--~--_~-~--.-._______l.C-_L.i._l-.-I- ._.- __- _.* -I-. __I -.-.--~.-..~I-..,__I____-__--~.~- 
"his f i l e  contains the  foU.owing documents ( include f o m  numbers and t i t l e s ,  if any, 
nnd f i l e  arrangement). 

;be social and t he  medical histories of t h e  adoptive parents and child. 
. ?  .. Documents -relatlng t o  t h e  inves t iga t ion  and s ~ ~ n m t i o n  of t h e  background, 

:J ' *, ( 6ee Cantinustion Sheet ) C 



X Z ' . - T ;  'r-_IT-.~=IIv--Bsi* :"'- a.c>. .- m-=-..z.r~7*".:.%- -a*.--, ."- -- - *~=<>.--m. -- . lw+ Illr_.eLTi-----~-~--~-~-'-JlcI -_.r ~- ~~ Q U E S T I O N N A I R E  PI.,. e m  - a a  fi. t h e  ) ~ m v ,  c.lI.n I t  .*I..* I .  ;'t.', p h * & ( .  . . ) I . I .  
.' I I ?\ 

< .  

13. Is t h i s  t h e  Record Copy of t h e  s ,er ies?  . [ X l i  ~ 

Ib. Is the.re a dupl icat iod of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 

16. Does the  s e r i e s  contain c l a s s i f i e d  in fomat ion  requir ing secu r i ty  handling? ' 

,i . , [  f [ X ,  

15. Is the in fomat ion  contained i n  th is  series ever e m a r i z e d  or publiohed? , '. [ ] [X:  
Attach copy of sunaary 'or  pubJication. 

.[XI [ 1 '  '. 
17. Does the  s e r i e s  i n i t i a t e ,  mend o r  terminate agency p o l i c i e s  and procedutee? 

18. Could the  function be performed i f  t h e  f i les  were l o s t  o r  destroyed? PI [ 1 '  
19. Is t h e  s e r i e s  ( o r  major port ion of i t )  regular ly  microfilmed? If yes, why? t 1 rx: 

20. Does the , r eco rd  s e r i e s  provide da t a  as input  t o  an EDP file? [ J [X: 

[ I rx; 

" .  ' 1 .  . .  

,b 
21. Docs t h e  record s e r i e s  contain documentation produced IU EDP pr in tout?  - , - I  [ J [ X : ~  

22. Has the  Federal Government issued in s t ruc t ions  Eoverrring t h e  retcntion/dlspo- . [ ] [XI: 
s i t i o n  of these  f i l e s ?  

23.  W i l l  t here  be a need f o r  these  records 10, 1 5  years  from nov?,If yes,  vhat? [xi [ 1: 

I. . . .  
-. .. I ~ 

.~-.c_.-.----l-x- -.._ 1_.- _-.-, -s-_.-- l y _ . _ _ _ _  -_-___ .. . 
2b. REOUIhEt&. The folloving requires t h e  f i les  t o  be k e p t - h - G - d e a r s :  

.I 

a.MSTATE b. [ ISTATWE OF c .  []AUDIT d .  []FEDERAL e.wDMINISTRATIVE f.  [ ]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

(Cite  Lm, 'Statrcte, or other reanon for t-hc .retention requiremntl 

s s L It rhe, ,NC D ~ / , * N ~  
.~ -._- ~ _I_I -____-._~I_ __-_ - _--I - .-.-^._I__.c___ __I ____.. 
25. AGENCY RECOVNNDATIONS.  This agency reconmends tha t  t he  f i l e  s e r i e s  be cut off  at  the end 

.._l_.___~__I_I_ ,then: b 4  -. .. -..-a 0 , r n  r n  r 1 V T C P A t  VVAT)  -I I ~ H E R  

Cut off f i l e  a t  end  of each Calendar Year; then ., 

Hold in current f i l e s  a rea  3 years ;  then microfilm and dentroy paper f i le .  
Retire me microfilm file t o  S t a t e  kchivea, hold 97 years; then destroy. 
Hold one copy of microfilm,in current  f i l e8  area unt i l  obaolete or  no longer 
needed f o r  reference. 

* '. 

4. '. . .  . : .  .. -- -_ 
(Ihdicate b r i e f l y  rationu& for recomendntions above/or w s t e  odditionat rom&kr): 


